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The informstion contaised is this report wes eblained from the fol-

1. Inberviows with reprsseptatives of the adainistrstive staffs of
mnnqw*mﬁﬁu.xmmm,wermﬁrmun&r
Setendific Ix igence, Comminicatisng, Logistics, and Upegations
v Additiomal irterviows
8 in & few /P divietens, The
gmm mmm in Ama woers used for these imterviess.

2. Interviews with officially designated reprosantatives (ususlily
* division uu!/w brsnch ehiefs) of the Office of Persemmel, 3 Tise
of Security, ffice of the Comptreller and of all offices of
ressrd (as, M@m ffice of Central Keference) which von~
tridute or might ute to the floal deprovessing of sepa-
rating caplayecs. ’

3. Review of firemuisl collection csse files mesinteined by the
Upereticns md lisizmon Bremekh, Pimamoe iivision. Epecific ¢oves
were alse disouseed with mmm‘w pereonnel of aparn.:,
W&

L. Heview of igenty Hegulations apd utF
0 presoribe deprocsssing .

$. Information spupplied Yy the Teechnieal Acosumbing 8 taff of th:
Office of the Comptreller, snd Yy the CIi fwdit Staff.

llﬁzmﬁ $he protles umier conwiderstion conserns prosedures fop de-
procoseing separeting Agenny employ-es, it wae mm to m
mtmﬁmmmm;twmmwwm&aw

» BeResxpentable property st classifiosd docunente charped
ﬂrut]y ¢ individuals. Ceneral inforwation regsrding such regords
was odtainec,; tut no effort wvas made to evvaluste thelr effoctivenass:
The wm Staf s intarest was confined to s determinstion hat
ssch recerds sxiste

Infermation regarding overseas depreceseing mw ugfi pro¢odures
amplayed in deproosssing more covert Lypes eoplayess at hoad-
WMMM,W:%MW#MWMEW
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personnel speeificd in Ikl sbovs, Ir some osses, this informaticn
was based wpon ssowptions by the administrative emplayess, rather
than uwpen definitc information snd wes thevefores not complete.

Procedures for de;reesssing persommel travellng overssas, golng on
lssve witheut pay and converting 10 snother emplgyse status have been
tacluded im the survey becams: of the possiblility that, ia the guse
of travel er DMOF, the emplsyee might resign without retmraning %o

headquarters, while in the ¢ase of a conversien, e sowersion i~

tion might serve to confuse racerds of the indlvidusl's mongy, pro-
perty smd documert obligstiens.

The Request for Fepsomwl Avtien, S tenderd Farm 52, 18 ussd Yy tis
Offige of Forsommal, hecords od Services Division s = basls fov
preparing the notificatisn of I'ermomel Actiom, ©F 50, the offie’al
setion whish is sent to the ﬁw’ Office of the Comptruller,

ete, Cli Aegulation Ne stetcs thet “when an individusl con-
templates voluntexy separation the Agendy, he sheuld give one
month's advancs potice of this fect”, and that the 5F 52 will be for-
wardad to the uifige of Pursonnel, scheduled to arrive iwo weeks
prior to the effective date of the separation. The SF 52 has in marny
oceses (53 by spet cheok), boan received By the Uffice of Farsemnel
on o after the suparstion date. If the Counselinmg ifwsach of th.
Personnel Assignment I'ivisien hae not received the £7 52 Yy the "ime
the emplayes iz boing duprovessad, it will complete onc ss a woRk
sheet and trapsmdi to the ftecords sad Servicss idvislon. It epp-ars
that, iz mery cases, the £F 52 is delsyed bocsuse normel proceseing
inciudss review Ly the apprepriste Carear Sarvice Seard, which tien
senda the BF 52 to the :17fite of Persomnsl. In order to avold the
prodiene raised shen thes 5F 52 is delaysd in 1ts trengmittal to the
Offise of Personpel, most opersting oomponents interviewved heve
sstanlished 2 stondurd ice of telsphoning Counseling Trenck
whonever they're atvised of & saparstion. [t appeers, bowever, ronm
s reviex of the Finanes iivision log of separstiom vascs that, in
neny cases, Finance 'ivision is not acdvised until the sctual dat.

of the separation.

The Chicl of Admindatration of one Ui /P compoment hae, im evder io
proevide Finsnee with sufficient sdvancs notice of a separation, =skud
that persomnel of that compensnt provide Finense Uivision a2 weekly
1ist of names of wployees who will be sepereding the follewing + esic,

Military persormel separating without advenee notlise to Finance - ivi-
ston comstitute # particulsy prodlem Cf 59 cases sxamined in Finance
Mvision's cellaction sase filas, 1) invelved military employces and
35 steff employecs. 1t is pormal ¥FD procedurs 4o degrocoms sepa-
reting military employsss (3.2., to clser them with Agommy offiess

Approved For Release 2001/0858¢ RDP78-04718A002400290050-1




La
25X1A

B

¥

Approved For Release 2001/055@@DP78-04718A002400290050-1

af record) on the effective date of separation., HPE hes apreed fhatl
this constiintes = problsm Tor offices of recerd.

Hormel n1litary E’Wﬁi hmtm wm wm i‘ar Bl tps
a ﬂam tour ef m ﬁtm m Regulstion Hoe ntnta
that MFT will aotify the compoment months in &
Chief, *PL hes stated that Lhis Hegulat should he mﬁd t@
provide for six pomibe' rather than twelve monthe' advaneco notifi~
cation, and that F hes reguested such s revision but as sehions
has yet been wm,?, st vhich time the employing Cffice should o~
ply either that 1t wishes 9 axtend the individusl or that it des
net, Fome compotonts irteryiswed have stated thet they do not Pply
to the matifioctdon W YT wnless thay wish %o bave the lndivideal's
tour of duly axbetiod (In eeeh caoes, M'E telaphones the seeponent).
The Chdel, *P hes statad that the component might aob lst WPl kwow
wmtil the lsst day whether ¢r not it wishes %o extend the militsy
amplagroe. ihis dalsys WP Geprosessing of the mdlitexy esployes,
whish in turn delays deproosssing By offices ¢f rocord.

A maher of opersiing eompopents rely exslusively upon the Ilis:

of Parsennel %o poeomplish @ doprecessing of sepereting employe-o;

these gomponants teke no scton to cleer the employce of obligetions

whish may be internslly recerded, such a8 in regerd to mon-expenishle
proparty end Top ~eeret doowments. /s indlcstad Yy ithe momorendim

from the Chief, Supply ilvisien, Office of logistioe in Amnex B, L

net a1l propurty wbinzh may be obbained dy sn individual is recerc i
is Logisties; the eperating componsnt may obtain property for am

emplayee, ond Offige records should reflect its dlaposition. Hfri-
larly, doguments issued Yy BIAD/P sre charged to & cemponsnt, which
should them charge tham to the individwel. Unly the Uffice's records
would show this ebligation. iven thoss Offives whieh charge dogu-
mends to an individunl and wiﬁa provide for sn intersal check $ut
YW & separsting suployee ney be laxy thus, for exaxple, a spot $heck
with (81 divisions shows thet, in sane cases, they ars mot clearing
separeting esplayecs regerding 1.« doouments.

Seversl eperating somponest admimistrative offiesrs heve stated hat
Agenay Begulations . the o

ng of separsting TR ¥ do not cone
tain suffisient dotsll mm; mum t.ﬁ lw fuﬂm& by csuc
offisurs iB deprocesping agent types (for example, few ease officers,
when dopre¢ussing & siaff agent ai hodguartcrs, eontact o CI
Credit Unlen to dstawnine whether sy oulstending ﬂugatm ax.nt
sven though staff sponts cap obtain Uredit Uniom loexw, , und the
do not previde auguate guddsnce for station pursosmsl. liome heade
quarters adeinistretive stalfs find it neessssry o imstruct ibs
fiald on esch separation in the procudurss fodwe end policies o be
spplied in doprocoesing wmployess becouse of the abpence of writ-wen

Approved For Release 2001/08/1 : DP78-04718A002400290050-1

25X14




25X1A
25X1A

Ca

Ea

&

Je

Ke

Approved For Release 2001IOSLJWP78-04718A002400290050-1

instruetionn. In the aleewes of specifis imptructions, & mmber of
scaponents ~ both opersting snd cantrsl admdmistretive - mwm mw
tiom in respect te seriein possible obligetions, Dscunse thay
mhmanMémmuanwmw

Sovepal of the Rogulstions listed in Seeticon VI of thisz report fail

to define thelr coverage; thay refer o "employess”™ or %o "pereemisl”,

Wit there sre po definlilcas of these teruws. (14 iuguistion He.
B beecounriors whiok 1s now being coordinuted ‘or
revision, in some iastences is not speeific in its wegs or in
procedures to be followed. For uxemple, fegulation tates
that {4 spplies te Sgeney wyployees for all reasens other than ro-
duotion in fores, entey lodc mdlitary servies and separstion bhaged
on sdverss findings of s L ecurity Eearing Feard or tbe Laploymept
Eeview Board, bet there is no statement reparding whieh kagulations
o apply in thess cases, emwi 3t does not etats whether Shape Regu-
lations spply te agents, sentrset persemmel, military persesmpsl,
ete. Simtlarly, the Hegulstion stetes that “» cheok will be mad:"
® pee that the saplayee i soMtind any fodebiedness to Lbe Covarn~
mend and that he peturns Government property, but there is no sesign-
et of responeibilivy for paking the check, he Hegulation doss
et state shet astion & eentrel office of record is teo take if its
records shov sn ohligstion on the part of & separsting empleyes.

The deprossseing of seperetiag employees st seversl flcld statiens
is sscompliuked without instreetiens to or frem headguarturs, withe
out metifying besdeuarters of specifie setion taken, snd without
subulittal to hesdiquarters of sppropriste certifiestions wihieh csn
Yo plagced in the swplayse’s foldwrs

Few souposente tekr my action, vhen an wmployse is tramsferring %o
mother Agenay W@,ummmwum
aplgree’s obhligstdons, altbough ecertein 1L/ » 4o provide
for sooh notifiostion, in accordangs wi Lee notifi-
ostiom forms in Annex C.

The glmsrance of sepersting smployees ir norsslly handied %y clerical
seployees in & gentral adnimistrative effics via telqu with
¢lerisal smployess An centrel offices cf record. [n mexy instemces,
neither employse is sware of the 1dertity of the other or of the na-
turs of e telgivme transgetion. Vormally, the ssployes in the
offise of record ceriifics erally that & separsting employue iz rw
of ohligations, end the dugres of the oeprtifferts 11adlity whea he
wroasously claars s sensrating ssployes appesrs %o be lisiwed %o 2
ngm thet the cartlfisr exhausted a3ll norwal wesns of viri-
estian,

The Final Fayme Closrance Shest, form 21 (See fmnex 1), which is
used 1n the mejority of cases for deproteseing separeting employess,
P

DP78-04718A002400290050-1
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reguires the sxployes to certify - ¥y signeture ~ thet he is mot “in-
debted® te the Unlted Sistes Govermment. The nsture of this "ircabt-
ainess® is not defined; the ususl comotation 13 & mometary indettedness,
boganse thers 18 oo rafercape Lo preperty or documente. (5ee Hewme-
andas from tim Shief, Supply Livision, Uffice of Logistdes, inmer B),

ﬁmwwmeﬁﬁamaﬁmwm@nwwum@d
sfter bis Cii sepsraiion deprocessing. The employoe hod net ask-
noulsdged the Gaproocessing in writdag, and bis widow pressed s ¢laim
spainat the izwany em groumcis that her husband bad not been made
ssare of the requirencats for cemveriing his insursrce,

All returne: stail amplayees ardd wilitary desails mre recuested -y
he Gffise of Sevurity representative in Centeal Processing Bresch
te taks & polygreph test, which imeludes questions regerdimg mensy,
W, ete, [ome emplayees planaing Yo resign refuse to take

€ teat,.

In a musber of I /P divislops, neither headguarters nor flsld oe-
ponazts deterpime vhether s amployec separsting overssas has &
Credit Undon ohligetion.

The Chief, idministrative Staff, of (CR has stoted that OCK Heglsters
deal with & lluited rmxber ¢f individuals, and have no ixtersst in
being imeluded ip sepsration deprosessings. Berefits snd Casusliy
Division hes indiosted s desire for inclusion im deprocessings.  he
Chief, Casualty Alfairs Prepch of the Jenefits and Casualty "ivisien
bas atated thet thore are too fow mudical olaims agaimpt the igeay
o warreat the et snd offert of & fimsl medicsl cxawinstion for
W taployses, tueh sn cxemination weuld not preclinds a
later claim.

igongy Handbook [ - squires suimittal of a itequest for Pemomel
Astien (87 52) fer o milita@y deteil sepereting to return to parcnt
swrvise, Although seme components do not sbmit the 5F 52, the
Chief, Avwy Eraneh of “1liery ‘ersonncl Division states that he

has aever seen such sn IF 5%,

in most sases of staff wplayees and staff agants whe separate w the
out settling finaneial cbligsticms, CIi can asesss baok pay and ro-
tirement (wary of the esses now belng precessed by Pimmnes are mc
old that thes: funds no longer axist). Thie dves not spply %o per-
sermwl traneferring te other Federal ‘genties covered By the Hotire-
nent System, or to military details er cevart employses. In the
latter csses, attompis sre made to obtain repsyment sgrsments ly
the Wu

Travel advances are normslly made well in advasoce of the wip. For

domestic TI¥ , the traveler wsuslly receives the money ene to five
days ®efurehand; & steff ouployes going THY oversess weunld roceivs

e
Approved For Release 2001/0;) 181 E[A-RDP78-04718A002400290050-1




25X1A

25X1A

25X1A

i

Te

e

Approved For Release ZOOSE?QQCIA-RDPR-MH8A0022100290050-1

an sdvance (per diemy Centrsl Processing Branch purchsses trenmpor-
tation) five to Son deye in sdvance; s staff auployee going oversuss
on FCE may ressive his sdvanee tMrec to four wecks in sdvance am'
agents may reccive sdvenses throe to six vesks in advance { thay
purchsse their own irsmsportetion).

% T treveler do:s mot cargy documente showing sdvences recelvec)
8 PCB twavslor esrries s Fepeign [uty Lata Sheet (prepeysd dy Gl .0.).
For fisld to hesdousrters trevel (KR, separedlon or leaws in axcoss
of 30 days), iho station, ia accordance with C1A [N
should sydmit to heedgusrters s Persomncl Trensfer and

2/5)., Thie is frecuertly met done. This segulstion stntes that
ihi )hmum will earry = ooy of the Yorsormel Tressffer spd Clesr-
ance Ehest with him., However, the Porserncl Trsnsfer and Clsarence
Shuet is mot sigeed by the esplagyee, snd there sre ccomsions whe:
the smplayec’'s wueher will mot sgrec with the Transfar and Clesrance
Ehoet. lnder these conditions, Fimsnce idvision must cable the {icld
for verificetion. ‘his can consums up to two weeks. (The Transfer
amd Clesrmes Shet slso will not sover ths employes sho departe
without paying perwomal bills.) Finence Divisien peints out s prob-
lem of travelers who stop st statisns an reute to headiuartors ad
obtadn sdwercasy spparently the stetion will seeept the employes’s
certifisstisn regarding provicus advaness rocsived. The esploye«
whe ressives ouch sdvences Eiy not heve advised biz last statiom

of Bia intention of resigninsg wpen ;xrival at hesd

When & Cless / statics fleld statlen adventes Ninds to an aupleyue,
1t mstifies hesdmsrters Lmpedietely via the "7/i%. The slapsed
tins betwseh date of dispateh of ihe 1/1 from the fleld umtil the
trsusaction is recordsd in Finsnee Fivisien mm ;r?hw .
viowed upon employee separstions i5 four %o seven wesks, » Clsgs ©
station does no% "7/ the Sranssotion to headquarters lmmedlateiy;
this 15 trmamitted as part of the repuler stetion sesowting, &d
ths slapesd time for recording in Finenoe Livision resords wiiek are
reviswsd upon miploywe separetions is 9o ts four months. whem an
ssplayee st beadguariers reseives an advance, the time elapsed bo-
fare recording YW Finerces Division is Uaree to fiw days.

- the Cable i sovetariat %o furnish Flasnse -ivision
oupiss of 1l sables pertaining to tremafers, arrivels o < LRPeS

whish affeqt the indivifiesl's pey and sllowsrece, /Agency
roguires a fleld staticon to cable hesdguartecs
regarding an emplayes who i reburving for resignetiom, giving i~
formetion about sdvances reseived, field salsay and allowsncss, ic.
Finesee livision receives fov of thess oables. Idseuseien with /¥
personnel indissies that, in order to minimise sabls traffic, macy
stations use dispatches.

b

SLfET
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A few somponemts require detelled finenolal deprocensing of = scja=-
rating employee, 2t soversl components sadnbadn extensive records
af the status o‘ cash eoplgyee's aocounts. Fisancs Idivision stetes
that the oporoting componsat need not condust sudh deprvcessing,
sinee this may duplicate Finence precedure. Twe cpereting compenents
have stated that the heve little need for the manthly B itvi-
sion mhebin: rup of trisl Belmnces. Finanee idvision alse sonds »
quarterly siatamcat to each employce hoving sm apsn sdvanes asaunt,
md 1% eends & scmorsndum t0 enpleyees with delinguent scoounts.
Fisesl iivision sends no pariedic ststemendts to individuals witd -u-
lirguent advance acoounts.

In sseerdance with Cia Sotics I (7 ©scsmber 1553), Fiseal
Division stomebically deducts from an asplayes’s payehsck whien he
hes not properly scoounted for an advames of wader £20; when the sum
is 1 excess of (20, the employes 15 given notice and a settlement
tus date, sfter woich the duduction is mede. Finanes (dvision follows
s Wm, althouwgk it normelly gives notise beforw smsiing
the 4 ion. leltber division will approve an sdvence to an sn~
playee with s» already dslincuent advance acosunt {axeept in cas:e

of operations! ncessaily).

Fiseal livision sakes Vreval sdvanses enly whan the wamploysc hss saf~
fiotent "equity” in besk pay and retiremcnt; bowsver, under certolin
eirewstancos, it will peralt the sdvance if the ewpleyes can obuain
an indemndty bomd from s private compay (st kis own axpase).

Both Fistal and Finmmes ivisien heve stated thet all employwss
skould clesr percomally threugh both divisions.

The Ghief of Supply Ulvision, offive of Logistiew, states, in Amnex ¥,
thet T the only record madnteined ip the Gffine of logistios of pru-
perty issusd te ppecific apiayeen is for that properly roleased on

reselpt or hand peceipte..icoomdingly, the Uffise of
piotiss! cortification (or ol 8} contained on Form o, 21
imal Feyment Closrense Sbeut/ indicetes guly that the records rein-

4180d in the Ufficw of Logisties refleot mo eutetanding propert
obligation...” Tihe Chisf of Supply idivision states thet an smployee
may obtain properiy from fowr or mere additiomal scurvwes; that when
an ewployse givas property Yo anether, he should odtain a receipt;
that the employing UfTice must alzo be contagtsd regarding prepaty
provided the smployee, wul thet the certificstion sppesring in te
Final Fayment Clsarance Shost should be smended to resd as fellevs:

'I eertify that, to the best of amy knowledgs and belief, all Cowirn-
ment property issued to me hes besn returned or hes bean propexly
scsgunted for and that ] wm net imdebbed to the United & tates
Covegmmart whatsoever es 8 result of ny semnsvtion with this op-
ganisation.”

-
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2oX1A  mr. Ageney I © < cptonber 1955) statas, in Chejter
{, paragraph 7, that “Installstion chiiefs are responsible for s suring
that an sffeotive method 18 established for giving property clesr-
anoes Lo all individusls being separated or tramsferred from the in-
stallation. Ireperty settlements...must be meds prier to grsntdng
property clesresces. Hetificatlom of sueh imdividual proporty
clearsnces will be furnished hesdquarters.* Fost fleld cowponantis
ars mpot providiag hesdousrters with sueh inforsstion; morepver, the
Offiee of Logirtiee states that it has no ocomtrol over, and doas not’
review, procedurcs fellowed by field supply officers in deprocessing
separating enmpleyses. The field, im mest cases, doss not contagpt
headquarters to detemming wethsr the individnal soquired proparty
thare, snd some componsntz don't sdviss the flsld of property the
individual takes overscas.

B, feguisitions sre theervtically required in opder to obtein oertein
items of non~cxpondedls property from the Uffice of lLegistios =~ xuch
an taps recorders. Some of thesu items ean, however, ba obtainsd
from sapply recms by hand seceipt (slong with sems &2 iteme of por-
teble, pom-axpesdabls proparty). ihs Asting Chief of Supply iivie
sion has steted that the Bullding Supply Cffieer doss not slwaye
ottain on thw recaudpt the sigaatures of the enplayse who is to wpe
the property - a seeretary might sign for her supervisor. Hecei ts

| o file with the Suilding Supply ffiver (some of these ere six ;cars

. old) are mot revieved periefically to detarmime tbe lecatiom of
proparly, the (Lfiee of Logistics hea taken investory infre-
quently. /JHote:r The Cffice of Logisties is abeut to establish :
tiam to review those receipt files in erder e being them up to uatus/
Litsle effort is mede by mort compoments to meintain reeords of “he
loostion ef property or to keep r wseipis up to dete. Hewever, bie
Offiee of Logistics states that, 5o long as it has the mewme of e
iadividual for e item of mroperty, it belisves its records adeq ate.

25X1A There 18 no formel requirement thet sueh an individual obtain re-

. esipts when he tramsfers preperty (salthough, in acoerdanse with
hegulationlN :<' > porsonslly lisble for the property).

CC,  Ume oontrel ovsr the elrculsiion of non~expendable pruperty is pro~
vided by the reopirement for paoperty milding pesses. Eowever,
there are, sccordimg to the Pulldieg Supply Offisar, 150 asployeis
suthorised to issue preperty passss, sl & muber of amployces have
permaswnt paseol.

Dl There 18 mo procsdure to cover s situstion of a separaiing smpleyee
whc cmmot account for an Agengy-owned beek. “he Chief of Cirouia-
tion Erench, CI4 _ibxsyy, thinks the .ffies of Persennel nay srwe gv
for a payrell deduetion. T"here are severel Agendy agployees charied
with seversal hundred books sach.

| ' -fle

e
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she BI/BB/P is shosd o stody /P Top Secovet dosument rescrd-kveplips.
&mmﬂ%MMﬁW&m‘hﬂimﬁ
Tel « dooumenis Yeveuss they baliswe their mall clerks Inmow wisre the
doooments sra.

1. Hssdmyartiers

In all companents intemviewel, the deprocsssing of staflf esplayees
and military permomnal detailed te CIA 48 the responsidMlity of
the fdministrative ar Support §taff (ussally the Forsomnel $0f1e
sar}, Hesporsivilities for deprogsessing other types of employees
vary. Ip e faw componemts, the depavesssing of steff sgwnts is
& joint respoamibility of the gsge officer end the Adwindptyitive
Staff} in others, it i3 ths scls respousidility of Lthe case
officer. Ia one compongnt ~ FE ‘fwisien of IB/F - the Suppert

S taff deprogcesss separnting staff agerts using essentislly the
sws procedures as for staff ampluyues. The scparstion of eq:n~
traet apents i3 hendled Yy the cnse officer im every mmat'
In these components having owert conpultenis, deprosessing 1
normally s responeidility of the idwinistretive & talf; Mfw
88 covert comsullents e conowamed, the cass officer or ~ i

the emsc of higheliovel comsultants - the compenent ehief hes

thiz responsinliity.

2.

3.

Fersonnel separsting overs:as are deprocesasd Yy the station
thief (or the sdeinmistrstive officer or csse effieer usder e
station chief's supurvision;, with, 1in a few essus, instrections
from lmadquarters. in those esses where emplayees sre earricd
on the fiald /i of one compenent, siShough substantively ew-
ployses of seother at hesdquartors {g.g., the (87 { edentifie
Intelligoncs “ivieicn, which is earried on BP0 b2 Division
field T/}, the deprucessing is hendled by the statiem chtef in
the same samer op {or sctual empleoyees of the station.

.-
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2.

Thers sre varistions in the deprocessiag procedures sppiied by
the 17 compomerte interviewed, :ven within the DU/ ires, no
two sres divisions mpley iderdicel procedures., Some components
reguire extremsly detailed final clesranee of ssperating em-
ployees, rot only in regard to monay, preperty and docwments,
but in relstion te varieus internal sdministrative matlers;
others clesr separsiing employecs enly im regard W a fow poc-
sible ohbligations. Some componsnts reguir:z no Wugﬁm
their procedures arc limited te the submittal of a Request for
Fersommel setion (5F 52). The Office of Sciemtific Inmtelligence
and Vi livisios of ID/F urv used balow as exsaplas of compon:nte
rege g highly cetailed snd eomprehensive deprosessing; T3
of DD/F exmsplifics the componemt which partislly deprecesses
sepsrating empleoyves, and ¥4 Divislon of /P and the iffie-
of Logistics require little or no finmel clesrsnes of scparating
employecs. Attached as immex & are forms used by varicus Agney
st fpr the intoenal - of separmtiing emple ees.

deprooeseing
t should hw noted that the vest wajorily of separstlons v
rosignations, either voluntary or fore

(1) sdumipistrative Staff is advised of & saparstion via &
letter frem the asployes, endersed by the divisjon or
staff ehief.

(2) hdnde. Saff interviews the employee im onder to detur-
ming whether he can be "salwaged” for the igeney.

(3) Admin, “taff writes the cmplayse & lstter of spprecistion,
for the 4 A 1's signature.

{h} 2dmin. "taff telephomes the Counseling Branch, Furseunsl
issipgment IAvision, Office of Pursommel, to srrange an
" interview for the separsting empluyee.

(%) Ardwin. ‘taff prepares » iieguest fer Persensel /ction
(<% £2}, eopies of whish sre tramsmitied to Fiscal P vi~
sion, (ffise of Security, (ffice of Fersomnel, and Q..
files.

(€) » finsl Fitness ieport is obtained from ths division or
stafy, end is sent to the Cffise of Persomnel.

Wm’ 3
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(7) “pesisl intelligence scourity dederiefing 13 arrenged.
(fCI debricfs the employee with & special imtelligarce
clearsnes, snd the (ffice ef Seowrily dedwiefs for cther
clegrances.) Arrsogments are made for replasing
separstor whe i o Top Secret Comtrol Officer, and/cr
wWic has been amsigned duties under the (8] emergongy

(B) idmin. “taff cheoks its recards of preperty charged to
the individual, and obtsins elther the preperty or s:
scoqunting for tt, ‘dein. slso dhegks its rescrds of
outetanding travel sdwnces, and oltains nocessary
peceuntings.

The -
25X1A ) pm,

wenbe

(10} scmin. ¥ taff sdvises the employse to conteet R, ir
order te delcrwine whother szy bowks or decuments are
charys«d %0 him, iscluwding Top Seeret, ard te syvenge o
retwrn thew or to tramsfor ssesountaMlity. ‘he sepsrstor
is aiso %0ld to contact his division or steff Top Secret
| Gontral Ufficer and to account for all documerts oharged
" to Nim.

(1)) ke sepsretor's nase 18 removed from the Admin Staff's
list of GBI persomnel svailsbls for oversess duty.

(12} Arrangements sre made to change mafs combinetions.

{13) "here spproprimte, idmin. Staff contaste the divisie:
or staff to wrrenge for replasument on the Office Weich
difiear vesber, s fdenmtificstion dosuments erc ree
trimad from thw separstor,

(1k) be rinal time snd sttemdsnce repert is obisined fre
the fivislon or stalfl eni is carriod by the wployee to
the L Ui of Personnel.

red to turn 1n 3o the idmin. §iaff
parking permite sad similer decu-

(1S} The soperetor's semc 18 removed from the Mot of (51 per-
sormel authorised to relsase osbles and %0 sign eerdnin
dotuponts,

(16) rdnim. [ taff resords of the individusl's langusge e
, walning backgreund are ¢lsarsd.
{17) ™e duprocessing chogk 1ist is placsd im the individusi's
2ifies personnel feldsr, where it is reteined for s thort
| pirded of tin: and is thes destreyed.
~lle
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(1) spproximstely six te «ight mouths prier to completden
of tre individwal's lour of duty, Hiliitery Fersomel
iivision of the <ffice of Persomnel sends notificetion
to the BT idministrstive S taff.

{2} If %I wishes to extend the Sour and ratain the indi-
vidusl, 1t directs a2 memorsndum recueeting the acile:r
to i, which makes the ReCSESArY arrsagements with the
perent servies: organisstion. If the individual is pot
te Be retained, the (61 Admin. Staff srranges to clesr
61 recerds regerding worwy, preperty and decumsnts
charged %o him, and arresges fer OCI debplefing, in the
sams aaancr ss for separating steff ewployess. %o pther
setion is takeon Yy (BI to deprosess the indivicusl, nor
i & veguust for Fersormel Aetion (57 52) sent to the
iffirve of Fersennel.

‘81 nes rone,

d.

W81 proccdures depehd upon the circumstencss of the cons.l-
tant's esployment. Sormally, Admin, F waff recards of trovel
sdvincos oharged to the imflvidual are reviowsd and elewrsd,
and mrravgemants sre msde for sceurliy debwiefinge. roparty
snd othay records ars not revisweds it is ascwmed Yy idmin,
Staff thet a conmuitant would not have these obliretions.

L

bugh employess sre wnder the admimistwative direction of ihe
UB/F Area; their ssparsticos wre handled by the eres divisien
as for sy srea division esplayee. (81 cdmin., 6 taff tekes

no sction. Mota: Thers heve bees ne ceses of steff e
playass puparsting in the field. Suech persomwl weald nor-
mally return to hesdquertsrs prior to separetio

f& ;.;W, —r LW ‘ dode Sl Y - WD 10N B E 5} viig & GEl ’

idmin, &taff chevks its reeords regarding security clearinces,
sdvermss and/er property charged to the individual., If siw
ewrlty clarensss will not be recuired by the traveler,
mrsngoments are made for his debyisfing. 17 the indivicual

poiaaigirtst - Rl o B LR g R S
SRXY 8O o Property is usually turned imp to Admir.

-l
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Stafl; bowever, the trawvcler might be pormittud to take some
property with hix.  his depends wpom the circumstences of
the trav:l, snd which amployes is levolved,

' ¥hethar of not the epployee is deprocessed depemds upon the
individusl eoncerned, and the cireumstances of the Loy,
If sn W02 for 30 e more deys, the individua) msy be dejro-
osssed in the seme feshion 28 & supareting aployee, empiqy—
ing all the slearamse procotures speeified in parsgraph o
shove. )1 porsonmsl golng on satermity lesve ars giver 2
souplite deprocessing, as for separations.

k. Conversi

Bo deprocessing is mpplied, singe (61 considers this s trsns~
feor sotion. ‘This Wpe of coaversion ocucurs only when se
asplayes goed ovarscas. '

1.

loss not apply. ((8! would prebably handlc ss s separsting
staff wwployee,) -

J+ Trappfoys From obl 4
- Ep infommation iz sbnt W (&1 o the gaining componsnt ro-

garaing deprocessing the esployes has received, or the §iatus
of kis scovunts. He ip doprocessed a8 & soparating esployes.

3

(1) The eaploying 'S Dranch preperes & Reguest for Fsrsemel
hotien (8¥ §2), which §8 trearsmited io the Fo [ivision
Suppert T taft,

{2} Suppert Staff wlephones the Counmeling Premeh, Personnel
Asgigrment [ divigion, OTfice of FParsarmsl, te srrange =n
writ interviow for the separsting employee. Support
* taff telsphonse the Fayroll Pramsh of eithor Fiscal i~
vision or Finenge livision (ss sppropriste) to advisc
of tha date of separation,

{3} Suppert BialT Persennel snd Traiming &oction, sdvises
the F. Livision Chief of the separstion, snd then reutes
required coples of the 5F 52 to the Fi Support &taff's

-13=
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Finsnge Fectivs and %0 the Fersommel and Traiming “sctien.
Thuse coples ge te the “ffice of Legurity and the g ire~
prists payrell braneh undsr the Comptreller.

(hj on the reating of the LF 5%, Fi. Pinance Ufficer checks
his records of the individusl's stcounts, and contacis
Fiseal or Floance . ivisions as sprrepriets in order wo
determine thet no opan secounts wxist. ‘31' Finsnca 1~
vigton has, for sn ovarsees retumes, no informatior

regarding the stetus of the indl Yo Tield sccam:te,
it will sontact the fleld / Fo Plomnss will

sltampt to get the gsoparstor Yo svitle all scoownts.
41l copies of the EF 52 and ths esplayes’s foldur srs
tramsuittec to the sppropriate igemsy Carsor D srvice
foamd, woleh then tranmswits thw 5F 52 te the uffice o
Fursomel.

(3 Om the day befare, or the day of, the waployve’s sepsra-
tion, he reperts $o ths . Suppert & taff which, using
the cheoklist (Pew Aimmex °), telaphemes !T/F Top Leeret
Contrel to deturmine wheihar the individual is dherg-d

th doouments , an yives the sephrator the cheeklist.
otex  If T . Contiol has regords of datuments charged
te the fndividupl, it will contact him for seccuntips

(6) "he separater handecsrrics the checklist to the desfy-
nsted loostions, and ebtains clsarante signstwes: . ranch
Top £ eeret Comtpnl, Fu Hegistyy, Chief, ¥, Fi. Finsnce
Officar, ¥ Logistics Officor snd 7l Sevwrity Cfficer.
“ham e peporis Lo the Fi Logisties Officer, he signe a
sertifioste (fos innex o) stating thet he has no go%urn-
nent neoperiy. Jf, during this deprocossing, the isdi-
vidusl has moowy or doswmnts charged to him, srreng ments
are patic for o psttlssent of zscounts.

{1 “ho soparating smplayes returns te Fi Support ! taff with
;ihm thnm; ths chesitet is sert o the wmploying

i PR S £ S " 4 L 4 "
Rl S NSRIES = SRR ARE N DOSGELEE T

JFi Swpert ! teff malnteing records on militery p.reennel;
At i met nodified %y Filitary Pevsoonsl idvisien of the
end of & military Sour '

{1} ™he eploying ¥i Branch prepsres en 57 §2 (separaiioy ~
© retuPn Yo parerd serviee), snd trenemite to Support b laff,

«lhe

"

M?
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(2) “uppors {taff, } /T _estion, depretesses the individeal
in the smue mamner a3 & stalf eaplayeu, utilising the
cheeklist sontaimed in Anmex ..

{3) Thetr 52 is st to Gffiee of Farsomnel (Militery For-
sonmel Jlvision) and Gffice of {eeurdty, vis the asppro~-
pristes Caresr “crvice Bosrd. (o copy is sent to
Finwnee ivision.)

-1

(1) F& Branch prapares 5F 52 (with ﬁwﬁm of agent, if
possidlie}, and tranmmits to F: Support Staff, ihe & 52
is eeakt %o Uffice of Persommsl, etao., via the (arear :
Lervios Noard,

{2} Support ' taff arrangss for Cffice of Seeurity te dsbrief
the individusl.

{3) Zuppert “teff gontscts igent {ervice Sectiom of Finsice
Pivision, o edvise of ssparetion snd vhem the agent
will bs availabls for finsasial debricfing.

(k) Support i walf comtacts Contrect Persomnel ‘ivision oF the
“ifice of Fermoawme)l to deotsrmine wi.elbwr thet divisiou
wishes to see the sgent, Suppert Staff briefp him po-
gsrdiag insurencs anc similar mattars. (Finanes ivision
scas the agent, and ssttles ay owtstandisg aoeounts.)

{§) Suppers & teff seks the sgent Lo téke » final medical
sxmdption snd a polygreph test.

(6) The separeting sgent is deproesssed bWy F. Bupport : taff,
in the sanc manpsr a8 & separsting staff enployee, ¥
use of tw check list.  wring i ' g Lhu
umwummmmmwm
obimined either freom ¥ or slsahers. Fi lLegistice
sitiser centanws the (Ifise of Legistice regarding pio-
perty ehargod te the individual.

{1) The ¢ase offlcer ;ives the agent motice of terminsticn
of eontract, and obtaims the sgent's sigmature on an
sckerwuledgapent of the terminetion.

(2}&%3% If the csse offiosr has ob~
taingd preperty or monstoxy sdvenecs for the agent, an

attempt i made to vetrisve or %o obtain & sailsfactory
sscounting. ﬁrm.gmmmw or an advangs,

~15-
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and he shandonet his pesition, the cass officer woul:
write an suplanstory reportand the osse would bz turwd
over o the 17fes of iw&.ﬁrg

(1) The deprocsssing of overt comsulients is the game &8 that
applied S0 sspareting stall aplagesn, imsluding uee of
ths cheskliet, preparstics of S¥ 52, ete,

(2} The depaucessing of covert cemsulisats varies with tie
individual. Lo intermel FL deprotossing 1 spplisd,
Cese afficers should dblain sn sscowsting for all aé-
VRN

1.

(1) ke eppropriste ¥: Brameh at hesdguartcrs is advised by
osble or diapeteh of the separation. 7The Brensh pre-
peres an EF 5%, sud ovbmits to Suppert Starf,

(2 Suppert Swaf?f telaphones Finmwe Civislen regerding she
ssparation, sy routes the §F 52 4o Finmnss, “ersomacl
and  ecurity.

(3} Ths spproprists F. Breach at headguarters ssnde & of'le
{gserdinated with Fu Support & taff and Fimasee ivision)
instrupting the field tos  debriafl the employoe; obtain
a signed seareqy agreement for return te hesdousrters;
retrdove all oubstending property amd obisin s signes
sartd Moatdion (for return %o hsadguarters) that the n-
dividaml has po goverrmmnt properiy; oblsin e sccownting
for »l) sdvences end send a esptifiosts i headguart rs
regapding funds charged to the indivicdusl.

(k) The fleld eablcs headgusrturs, advising of unmsettled
aosonrts and ef leave %o the individual's oredit. &
sopy of this cablc goes to Finsnes Iivision,

{S) The field deprosessos the individusl, snd mends to b ad-
quarters a completed Fersomwl Trensfer and Clearsnee
‘hM (form 33~49), giving the status of the individusl's
ascowdss the oertifisstion, sipwd Yy the sepersting
wepleyes, mgerding prepary , snd a slgned sscrogy

{€) The form }3-i§ pelating to funds is sent %o Finumee i i~
visigng the cerdificate relstisg to proporty 1s a8 1o
the Cffice of legistics.

16w
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(1) The ¥. Brench st hesdguarters receives & eabls or die-
patel sdvising .f ﬁw mm*s separation (Yo return
to the pmrent service),.

{2} The ¥i Branch preparca en 57 57 for tesnsmittal to M:ili-
tary “sesomnel Pivision, Office of Pevesmml, snd zende
to FE Bupport £ iaff,

{3} ¥5 Sepport b teff (ﬁmm Sostion) cables the field
sppreving the asticny snd sends the EF $2 to the Hili-
tary “ersomnel Pivision, vis the sppropriste Career ! ar-
vios Sosrd. (Ve deprosussing instrustions ere gives,
wnles: semeonc i lasving Southoast iels Ares.)

(k) The fisld deprosessos the individeal snd tressmits $o
neadeusrters a signed seuresy sgrement, s Fersonnsl

TransPer soui Clearanse Sheot and ¢ signed em&.ﬂm&
wa te proparty. Thess sre transmildted to tm
H4libary Persorpel Sivision,

Be

Precedures sppiled vary with lecal oeaditions; generally,
howsver, the same procedere is spplisd s3 for separsting
stalf emplayees, mnmmg tremsmittal to headguartars ef
neccasery certificstes

(1) Cass officer gpives the agent notite of tesmination ef
conkraet.

{(2) Case offioer notifies hesdguarters by esbls or dispaich
(cogy to Finmnee [ivisien) of the tarminstion of the agent.

{3) ihe ceproceasing of coptirest sgents depends upon ihe field
situntion. Gensrally, howsvaer, the csse alficer or m*.w
tiom chief debMefp the mﬁw&ml (mecurity) ,

to ssttle fimamial scoounts and to retrieve propert .

{L} & eopy of the mgent's Service Keserd is sat to FI e
¥ i taff &t hastousriars,

Sush exployoues are teprocessod witbin 7L as if soparatias;,
ty use af ma internsl checklist. (Ese parageaph 3s abevs.)
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1.

 : 1)

Oe

P

(L “hen smployed from cuteide CIi ss stsff sgemts:  the
cass offloer, a represeatstive of Comtvaot Feveomnel U1~

visicn, and pospibly a represcrtative of Finsnee [ivision,

neet the sgent outaide sgeney buildirgs, expizin bepc-
Tita o him snd obtain signatures on ReCHESETy AETES-
mente. Cane officer gives the aguud money and odtadns
2 elgowd receipt (later turned ower %o Finsmce idivision).
iIf the sgent is given propurty, b+ signs a reseipt for
the casse officer, who lstsr sdvises ths fleld, vis dige
petah (eoordinated with uffige of logistien). The srent
gerries a Fereipn .uty Uste Bheet owrsess with him, ami
be must socount for sdvarces regelvad upom arwival st

the fleld.
(2) shan cenverting from staff employes, the regular staff
eployse separation depros is spplied; after wiich

the prossoaing spevificd in k(1) above is esployed
{esse officer ddbtains receipta for funds sud property,
netifiss ths field, ets.).

Sentrecy |

Eandled wntively by the cass officer. There is no Vo desro~
osssing, X the ecape cffiser prooures funds er preperty for
ths sgeat, he is supposed 10 obiein recalpts fres the sgent.

ie nel b on Lol

Ko dsprovessing is applied 1f the LWOF is for undar &0 dgys.
For 60 or more days WGP, staffl explayees and staff sges'e
are depreonssud ap A separstingg wilitayy eénd other types
do net measive WOF,

. ¥eo ¥: deprecsssing is applied.

Ts ¥ deprecessing i epplied,

=18~

8eRET,
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The employse is deproosssed o if separsting, (ths guinfug
cumponsat preperes the SF S2 for coowdimstionm with Fi), amet
Fo advis«s the gaiming eomponent of the ptatues ef ihe -
playec's fiasneisl seccanis.

L 0

(1) Shea Adwine 5 taff lsams of the sepsrstion, it contecta
the mpleyee, hos him sign en B¥F 52,

{2) ¥hilc the emplay.e is at Sdein, iaff, an intorview is
arvanged with Counseling Pranch, vis telsphone,

{3) The 1-F 52 i» prepared and sent to the Office of Furgonmel.
(k) he emplayes is interviswed ¥y the idmin. - taff Finsace

Ufficer, and amyengamants are ssde to settle sy cul-
standing aceounts, sulmdt vouchers, =zte.

(8) he esployee is relieved of responsibiiity for fop § soret
documents by hip division.

The idain. 54afl preperes the 5F 52 mwd sunds te xilitar
Personnel ! ivision, sfter whiech the employse's deprocessing
is o8 indieatad in (k) ané (%) sdove,

[eter 156 hesn't had suyj such emplayees are ususlly gon=
varted to staff mployees bafers seperetion,/

The deprocessing of steff sgents wounld probably be handl <
a8 for & staff swployee, under & pooudonym.

ieprocessing would bs handled entiveldy by the csse offiser,
vho mm, woriing with Finsneo Liviedon m RECIBLIXY , O
tair ecopurting for M ant property. L camtyact spem-
would have no alansified doouments,

tT
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L
TES would spply no formel . The WS prejoet en-
ginser wuld probably n»ht-:&a & 1 sccomting, if the
eonsyliten:t hed resslived sy mw\l J—

L. it 1L E EYEOYEN I

(1) ™ womld rely wpon the station to deprocess such em-
ployeos as if persommel of the stetion and %o notify =F
headousrters of the sction taken.

{2} 155 would probadbly sutmit an &F SP to the Cffiss of ar-
soumel in thess cases,

.

Geproceseing i3 the same as for ssparsiing empleyeess ths
wmpleyea i3 relloval of repasility fer lep Sceret decu~
nents and wTSRgaRants sre node o sebtle outsisnding ad-
vanos agtounts before the individual's depariure.

h.

kdmin. @ taff obtains sceounting for outstending sdvance
aceoants, arranges for gover and for soourity delriefing.

. 1 . " 3 eyl
1 3 o L i by E o TR s 3t YR © g E}g

(1) If 2¢ lasves i in sxoees of 30 dayy, ‘dxin, ©taff sub-
mite an EF €2 o the (ffice of Pursonnel.

{2) Deprocsoming im same es for separstions.

b

Admin, Btaff submite an £F SF, but no deprccessing iz sprlied.

k. Cenvermipn, © taff leplgyce to Ftaff Agent

{1) One £F 57 is sdwitted for the separation 58 staff &~
playes, sud ope for the staff sgaat appeinmtment.

{2) 30 sction 1s taken to deprocens the eployse, sinee ush
conwersiors ocusr only when the individual iz to be
ssaigned to the Pisld (in which case, the deprecsselng
esmplayed for papsosmmwl going oversess is spplissblej opun
finmpaial accoubts wonld be setiled at that time).

-20~
Approved For Release 2001/08/10 : CIA-RDP78-04718A002400290050-1




Approved For Release 2001m-RDP78-04718A002400290050-1

This oseups when the indlividual returns from cversess. 11
outatonding finencial aecounts are settlea,

(L The gelning componsnt prepsres am £F 52, whiech is @
dorsed by iS5,

(2} %t would sdviss the gaining eomponent of opun financial
scogunte, but the saployee’s tramsfer wowld net be culayed
for settlament of suck sccountas, Iadividual is rolfeved
of vosyonsibility for Top Seeret documents.

5. ¥EA Deprocessing Frogedures

s, Dtaff -wployeos Separating it Hesdousytery

(1) Fhen Adwin. Steff is sdvised of the peparstion (freguently
when it reeetves sn &F S2 from the Kii Prenah), it tale-
phopss the Coussaling Braneh of Personnwl Zssignment (4~
vigion, 4o arrege an interview.

(2} The Franch submits su SF $2 to Admin. Staffy idsin. teff
scnds ths 5F 52 teo the {ffice of Fersornel via thw Career
< arvion Board.

{3) Admin, " taff swnde Finsnee Division a form memorandus
giving netice of the separstion.

(k) There is no internsl NEA deprocessing regarding mona;,
property or documants,®

b.

(1) ¥ilstery Farwonnel Jivision notifies #:2 of the pending
eowplotion of a tour of duly.

{2) The kil Branch sulmits sn 5F 52 % HPT vis ths Career

v erviee Doard; ddmin. Staff notifies 9L via telephos
of %he separatien. '

" depPocsssing regsad oy , PrOpErg o
# Bince the Mamagment © taff interviow, “EA has begun to deprocess
employees in regerd t0 Top Sooret docwments and preperty.
=g L=
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f.

Be

SAeff sgeats Severaling it Boadguaytefs

(1) Braneh submits an £F 52 to the idmin. ! taff, whieh pro~
cesmes the actisn as for a staff emplayec. The Ereach
indieaten on the SF 52 thet the agent has slready bém
given finencisl emsd secwrity debwrielings.

(2) "me case officer sryanges for finencial amd seouwrily de-
btrialings; he sfvises Nii Finsnce Cfficer of the sepira-
tion, snd Koi Finanee {fficer contaots Finanee _ivision.
Finance iivisios would sce the individusl ie setile
scoourts, '

{3} There &8 no duprocessing regarding property or decup.nts.

{1} ihe bud Branch potifies idmin, Staff thet the indivioual
has boen terminkted, Breneh sends s memorencdum o Cnn=
tract FPersomnel .ivision, via idmin. Staff.

{2) The case officer armnges deprosessing, &8 for s sepa~
rating staff agent,

(3) hare is no deprocessing regerding property or docus nts.

(1) The ptation notifies hesdquarters of the separwtion; an
5F $% 18 subtmiviad W headguarters os for a staffl empleyee
separating at lesdguarters {indicstod on 8F 521  thet
ewployes hes hai seeurity and finsncial debriefings).

(2) o tation ehief (or his sduinistrative persennsl) adiministers
seourity debriefing) obisine & signed scereqy agroepant
{this is sent %o Meadguerters)§ obbalns ascounting for
funds and retricves propery; individual aceounts for
T.5. docusents; individusl exescudes s transfer on re.is-
terer decuments (this &8 sent te RIMD/F st hosdguaytors).

{(Such parsoanel must return %o hesdguariers for return to
the parent sarvice.)

22~
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tugh personnsl xmﬁé receive the same deprodscsing e
stafl omployess.

S e coproceswsing as for stafl employess ssparating in the
fieid, exespt that 1t would be handled Yy 2 sese officer.

{1) Ths station notifiss hsadqusrters of the terminatics,
sends in & signed secrecy agredameant.

(2} Cupe of fieer debriefs the sgant, obtains sceounting
for funds ardd property.

J. Lteff mployses ”M&W
mm«mﬁwmpw-‘lr money , property and

Tel« doguwants} 1twmwm field of property snd ode
vances requisitioned for the twrip. If possibls, attewpt
is wadic to oloss out these scoounts efare the indivicusl
dspurts.

ko Steff igents Coing Cvarsces

(1) “eme of Moer gives sgent a ssewrity cebrisfing) idods.
< taff sheeks 1t finansial recerds and contacts the ilnadi-
viduel wvhers open sceounts exist. :dein, E4aff arrengss
an irtervisw for the agent with the Finanee bivision
(rgent Gorvies § s %% whith time arrengements are
mede to settls seeownis.

{2) ?roperty chargsd te the individual is retricved, or, if
sppropriste, the fleld iz notified (coordinsted with
ffies of Logleties) of property the individual's teliing
aleong. ieedquariers property recerds are closcd out.

¥hen the 0P 48 in exness of 30 duys, the deprocesaing =
the same ap fer sepprations of such esployces.

his nermsally cocury vhem an es roturns to hasdguartears
fror the fMeld. inSF 52 is tM; there i no deprocsseing.
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(1) Twe EF 58's sre subwmitied {M;mﬁan of stafl wmplayes,
sppaintaeet of agemt) to the Uffige of Persormsl vis
Curecr §arvice Foard.

{2) idmin. Siaff notifios Finanee Divisicn of the ssparsilion,

(3} t:‘@mmwmpmmmumummm

The gaimtng comporant subedte an bF 52 for HEA concurrence)
no deprogagsing is spplied. Nl sdviscs the gelrming ocom-
penent vegerding s:ztus of the individunl’s ssoeunts.

(1) The smpleyes inficates his imtentlon to resign to his
Wlm,

(2} ™he €ivision preparss ami sibmits to Lhe Logistios Aumin-
isteative Etar? an SF $2.

(3) Admim., Staf? reviews the 57 52 for complelensee, mnd
forwerds to the Uffice of ¥ersemel.

{kh}) "here i3 po dupswocessing in regerd ito momay, propery
or decements, sither YWy the Gffise idmin, Etaff or W
tha epersting divisiow.

Y.

At the end of 2 military tour of duty, sdlitasy Forsemnei
FAvision sends the C0ffice & memorandum. 1f loglstics wiches
te rotain the individual, it wites s momarsndum ts FiD, if
not, it fndtdates se oF 52, This complotes the doprovesring.

Legrosonsing is handled by the statiomn. ires diviaien st
hesdquartors imitistes sn 87 52, whioh iz routed through
ogistics for inforestion.

-2l
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The ares division preperes the :§ §2; thore is me Office of
iogistiow deprocensing.

L9

fflee of Logistios initistes sn 5F 57 for sll IB0F's;y there
is no deproceseing.

The records madnteined of moemy, non-expendable propstly and Tep
T espet documenis vary from ops gomponent te another. FPrecedurss
for maintaining these ruoards vary smong somponsnts, ss de pali~
clos regsrding centralised eontirel, espegislly im regerd Yo ro-
poprty, The racords maintained by the five Wmtauudw
axamples in B pbove are deseribad balow.

2. BI Resords

s, 3 order to obtain ccrtain items of property (camaras, tope
resorders, class i furnisbings), sn (61 mpleyes writes «
asmorandun of justifisation to the Building Swupply Uffig.r
The properdy is sent to Sdedixistrstive Stafl, which cﬂﬁm
2 Memorandun keosddpt (in deplicate) from the pequestor.
sogy of tids recedpt (form J6«9%) i retained ig WBl's Acmin.
Staff, and a sopy is sent te the Pwilding Supply Ufficer.
Items widoh esn be shisined dirsetly from the BEC (such o
trlcfesncs) are not recerded in the 0BT Admin. © taff,

Wher an (U] employes charged with property soparstes, the
iter shovid remain &in hiz division or stalf, a:d respons -~
WMlity should be trensferred - on the (8] ressipt ~ to svaw-

oune slse. Similarly, when property is trensferred witkin
’ﬁi the ~éwin. Luaff's records shouls b revised t0 ref ot
the &mhr. “he (51 proparty offiser issues tullding
property pesses. 7his individusl also signe for, e mein~
tains records of, oroperty issued %o the Uifies,

B, The 5! idministrative I taff maintains eopies of Huguests
for idvapes (for forcign travel) and ef trsvel vouchers, s
well as » momthly Finance Pivislen llsting of waployees vith
aper advenee scoocunts. Mdein, | taff ssedete FPlmeree in obe
tadning settlament of overdus ascoounts.
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€ Top Seokct documsnds in (81 sre charged dirsetly i indi-
viduals {vis sigmeture) by division end staff matl ¢lexks.
Aceourtatility showld be trassferrsd when sp individusl
separetes, or when the document i3 trassferved.

8. Fi logisties cfficer meintaing recerds of prepsrty recui-
sitioned, vis a Hesprendum Haceipt signed by the wser, o
alsc mainteline recerds of proparty issued to the divisic:n,
Ho rocopds ar« msiateined eof prepurty which is obbeincd
dircotly from s suprly room Yy an indivimsl. & case of iger
shouls ebhtein reccipts for property which he issues tc an
agenty Bowever, gsomtrect agents do not slways provide such
reccipts. When preperty is transferrud withinm ¥ or when an
employ es charged with property sepsrstes, the Fi lLegletdcs
Ufficer's resords should be revised to reflect ths changu.
When preperty is sihdpped to & headgusrters-costrolled pro-~
Jeot, it ls chsrgad to the csse officer via & shipping ¢ocu-
ment (retwrned, sighed, o hesdguarters). It is net kmewn
whether such case afficers obtsin further reseipts when they
iszue the property.

B. Fi Finemcs Cffiser seintains the follewing fiscal records:
Fequests for idvanos, trevel vouehers, monthly Fissnce [ivie
sion statmments of cpen acteuntz, snd a 3"x5* card receri '
of finareisl transactions relating to individusls.

¢. ¥X brenchee charge lop Sceret dosumants to fndividuals { hese
are aharysd to Dranches by the divisien mal) reew). “hesg
records rheuld refleet the eurrert stitus and lecstion ¢
sush dootuments.

8. Zach dlvision of "I maiptains ite o weperty rocords, sl-
though thars 18 a B& Logisties Uffteer. Virtually all ;ro-
perty is obtained via & roewieition, whish is approved %
the ' taff Loglstics Offieer. +hen deliverad, tho respessible
division offleer signe the delivery receipt and records s
proparty ss bhaving been regelved., Livision property off cwe
do pot obtain reccipts from employces to whom they ilesue the
propury (IL 1e soswmed that the division propurty men knowa,
withsut roseipts, where the property is). %o record is
mainteined of propesty whiech an eaployes obtaing diveetly
frow. & supply room {sueh as eguipment obtained for a TIY
Wip/e 17 propery is tremaforred to smother 55 divisin,
the records sre alss tromsferved; if propery is tramsferred
within & division, $he imdividuals should savise the divisien
proporty aan. "I Ban basen laking quarterly propurty

-26m
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inventoriep, The 25 Logisties Gfficer issuss ballding ,.ro-
perty paeses. | he potifies the dvisicn property offiece,
wvhen she issues a property peass) end she obbaing = signed
Homorandue Recelpt frem the individual trecsperting the
property ovt. (7This is destrgyed whom the propsry 1 v~

788 issuss & greet ceal of proporty te other components und
intd vidusls in othey components. »hen sueh preperty is o
bs trensferrod S0 apothar Gffice, & Property Tresnsfer apd
Iswve  Hp 19 sent Yo the Cffics of Legistics, transferying
the sccount; when the property is to te losssd to persoss
outeide 7§, a signed Memorandam Eeseirt is obisined {de-e
not go %o she Gffice of Logistios) .

b. The idmin, 5talf medntsins the fellowing finmmclal records:
Reguentas for ‘dvanmoes, travel vouchers, monthly Finence i~
wistsn listinge of sutetanding sdvanese. T8 controls
steounting for afvarces tlosely, &nd sssiste Finance ' fvi~

. slon and ths amployse in scccunting for advances.

o. TEE Reglatry chmrges Top oseret dovuments te 55 divisien
TL. officersy the 1., officsr in & division, in turn,
charges iss docussnt o an indlvidual (ly sigmeture;, vis a
sarc system. Individunle resigning are relieved of respon-
sihility ix thess records.

S. Mok iepords

8. 4 f1ls i maintained of mamarsndum resuipts fer property
issved %o the divielon and subseouently lssued Wy the 6
Logistice Ufficar e an individusl. lio records are msis-
tadned of property obtained by an e-ployee direstly from &
supply room. The odse of fisur vho obbeine property for «
projest or an sgort sipne & receipl; be obtelns & resuipi
whern he fssues it te an sgent.

b, HE: msintelins a corg of sach heguest for Advamee and travel
vouchsr, moothly Fisancs Division listings of open advancs
agseounts snd sn ovapall statcment of scoourts lssued sveay
theres months ty Finenes .ivision.

c. ’:,wwmﬁmWrwwﬁm beransben; indivi de
unls for thess documents, and ares responsibls fer s~
visiog ¥ afmmmutmmﬁaﬁasm
rousipt of 7.0 . doosmunis from compormnte cther Lhan Hea.

g & -
o
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s, Supply Rivislon padintsing mo property restrds except om some
iters of fursitures “hen property is redulsitioned, 1t is
delivers: directly to the requestor, vho signe & reociph.

be Coples of :equests for Advences end travsl voumchers are aip-
teinec Wy the Divieion. “omthly Finanee ldvision Ltatep.rits
an open ageounts spe submitted to the imdivideal, throug: his
brench ehisf, fer seitlement of the stcount.

¢. ipaivicdusls sige for Top Docret documents) these rocords are
not rivised wpon the ompigyee’s soparution.

Counseling Drengh may regelve notdces of & seperstion Yy resaipt of
& feguent for Fersomsel feflem (EF 52}, Yy telaphone call (from ine
aplaying compenent or from the separsting empleyee/, or by & pere
somal sppesrence aof the employee st Counseling Bramch. ihe fopp:lly
ostaklished prescdurs for deprvoemsing sialfl eaployees separatis;

&t heasdguarters or golng on lssve without psy for €0 er wore duy:
iz a8 follows:

1. An EF 82 (plus Fitness leport, on ssparstions) is received by
the UIfice of Foveonnel, decords end Serviees iiviston, whien
rovieus the recusst for securugy, attsches the empleyes's pere
somel folder, and sends to Lowmseling Erench.

2. Counseling lraush revisws the {7 52 for securecy ef the sction
and datz, an: telephonwe the weloying offics te arrengs en
exit Intervicw with the smployes (within L8 hours).

3. At the exit imterview, s iepovt of Sepsration {form 37=154) is
prepered. Coamentes or sriticisms bWy the employee sre rocored -«
on this Beport. "he wmployes 18 imatructed to settle all fpcubt-
sdness and dbligations snd % reluw for & finsl clesrsnce i~
torview on day of separstion. (I f .cumsaling Zranch deturelcs
that the enplayes might be ploced alswwhers rather than seps-
rating, the case is referred to PAD for placemsnt.) ‘he em
qu;;::'a retiresent, insursnce and other benalits arc wxplalaed
L *

ke The Heport of beparetion is coded in regard to re-empioyebilily,
the supcrvisorts Flioesd Asport coaments ere Vramscribed on Lie
Hoport, the (oungeling Prench siief reviews the depert snd
commsnts (on the Report) upom the esployew's re-smploysbliit:.

g8~
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5. The deport of beparation is typed, snd copies are sent %o the
Chluf, Fersermel resipmeent iivision {(vim Office of Fersonmel
exeoutive (fficer -~ this copy is retwmned to Coumseling Brachjj
then %o Kucerds ane Sepviges Divisiom of CIffise of Fersosnal
(which distributes tos the  irestor of Fersommel for further
distribution %o the sppropriste CIA Lepuy iirecter, the in-
spechor Cuneral, redieal [ taff snd Office of Tralning), and the
individusl's folder,

6. Counseling Vranch initistes dywocessing, telipheming certain
zmm listed on the Final Paysant Clsarance Sheet, form 21
(e Amnex I,

7. The 5F 52 is Wwensmitted to the <ecords snd Serviews  ivision,
which prepar<s a Fotification of Fersermel ietion (fV 50}, whieh
is sither meilad or hamicé to the wplayee (registered mail).

B. &t the finsl clsarsnce ipterview, the Fimsl Faymemt Cloarsnec
Sheat is completed, exeupt for the 1ffioe of Hecurity and e
sppropriste payrell breameh Motsr Counseling Brench doss net
telaphone ¢very componsnt 1 oo the Final Payment Clesrsnce
Sheet, Inlens the sepmrating caplayee %ells Counseling Trspch
that be hes some obligsilon to soe of these compescnts, the
sompoment is met centasteds RI/ID/P, Eighway lresch of ©{fice
of loginties, Eenmfits and Coasualty Divislon, #1lftery Personel

Divislon, Uffice of the [irestor of Ps 1, TR Lidrary,
Fiscal !ivision, (ffiee of mlm:gf If sry component wizhes
to ses the epleys: In connectlion with an obligetion, he is :=unt

to the compwnent, with the Finel Paywent Clesrance Eheet, te
mak: setilammt.

9+ The individuel takes the Clssrance Shest to the Office of Se-
euwrity for debriefing, to components wishing to ses him (appro=-
priste signataes are dbtalmed en the Clapranse Sheet), and o
the Fiscsl ar Finanoe iivision, whers he signe and smurrmders
the Cleerence Shact. (Yhe clusrancs sheet, with the 5F 50 ad
s finel time and stiendente roport, comstituts ihe sppropristie
Payroll Pranch's suthority to relssse finel funds.)

Counseling Irenck proccdures for deproccesing staff smployess zepa~
rating everseas sre as follows

1. The field sdvises hesdemerters that the employee will rosige,
or hos resigned, on & specifiad dats,

2. The hesadquartors comporwnt indtistes an ©F 52, which is pro¢-sssd
By the Counseling Frunch in the asms meaner as for s aployee
soparating ot hemdquarters, cxeept thet there is no oxit iator-
view, end the individual does mot sign the Finmal Paywent Clcir-
snee “heet. & Heport of Separetion is prepered, stating ‘het

~2G=
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the emplayes resigned in whe fleld. {(Ary sompenent hawving on
ohligstion eharged to the amployes sssumss respomsidility for
taking necossary ActioB.;

I1f sn cuploges resigms whlle on LOP for 60 or mors dagys, @
enpligring "Tfice initiates en U7 52, whieh is processed Yy the
noPnal separstion procedurs. o Counseling Brenph duprocessing
is meccssary, since swih en omplayes will slready have been de~
procesesd a8 Indlested ateve. 1f en employew resipne while on
0P for fewur then 60 days, the ssmc deprocessing is spplicd
by Counseling [ rench &8 Tor an smplaysc Sephroting overseas:
clearsnces are obisined in sheentia.

Ho writton jrotecurss heve boun ssteblished for deprecessing of supa-
rating stall sgents, sinee the acticn taken gemsrslly verles with
the plysissl lomation, nature of the sgunt's vork, ¢te. Frimey
responaibility for sweh deprocessing is sazsuemd by the operaiing
somponent, throngh its orse of ficsrs) Centrsst Parsomnel ivisicn
JorveR as an advisor snd menitor, and hendles persormsl sepecis of

CID procedurs fer deprocessing siaff sgemts ssparsiing st Leadguarters
is gemerally ap felleows:

ke The wmploying component arranges for seewrity debrisfing, spd
srrenges for the agent to be Intearwiewsd Yy Finans: :ivisier and
to return property.

2. The emplaying componsnt sends am 5F 52 te Comtrest Fersemmel 1=
vision. (The £F 57 states that the agent has been debriefed,
snd hae seen the Uffise of Seourity snd Finsnes itvistisn.} C.F,1,
may, in soms cssss, chevk with Finsnee Uivision and §ecurity e
make eortsin that the intivicusl has bYeen daprocessed.

3. CPD intervies the agent, saks him about his reasens for lesving,
sts. (Mo Report of Sepsretion is prepsrsd.) "he sgent is given
forms ard information segarding Zetirement deductions, life in-
surence convorwion and unemployment cospensation.

Lo The 8F 52 ia signed Yy the Chisf, CFD, ont copies are sent %o
Timnes civisien, Offiee of { ecurity, the mgployse’'s folder,
Persomel's porition contyel wit and CPL filss.

CFP procedurs for deprocessing staff agats ssparsting in the fi:1d
is genarslly as follows:

1. The fislc sdvises the headguertere camponent of the separetion,
and that & witten resignation will be ferthoomiag W pouch,
Headguartors compongat preperes and smulmits to Contract Fergonnel
Hviglon an 87 §2 and Be signed stetiment of resipnstion.

Approved For Release 2001/08/10 : }%-RDP78-04718A002400290050-1
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2. U eemtects he headqubrilers somponent 10 determine the cir-
cumstences af the ssparstion, telsphonea Finases MMviston (Aj:mt
Sarvies Seotlon) to advise af the separation, sends forms re-
garding retirument dedustions, comversion of insursege snd w-
arployment cospansation to the divislon {which srrenges
tramamittal to the individusl), znd procssses the &F 52 ss for
& agent sepereting at besdguartors.

CPU prossdure for deprecsssing of siaff emplayses who are conweriing
to staff sgentes )

1. The ewploying component submits twe 5¥ S2's (ons for resignstion
a8 staff ¢mployoe, eme for sppointmest ss staflf sgent), through
¥AD Plscepamt Ufficer te UPL.

2. Usiag the Pipal Paynept Closranse Shaet (fom 21), CFU telephones
ts wich might heve recerds of the enployests obligs:ions.
The employes ip intervieved ty CFD, and told to taks the Clear-
anoe Hheet % eompenents wishing to ses kim, i to the (ffics
of Yecurity s Finence Livision or Fises) Iivisien., The s
ployee signs and surrentders the Cloaremce Shaet at Flasnee [ .vi-
sion,

3. The 8F 57 {vesignetion) is provessed hy Hecords and Sorvices
Hwision sz for a steff wmployee resigning.

CF. presegure for deprooeasing a stalf agemt comveariing o staff ue-
playee: w0 deprocessing is spplied, since thds is in ibe natre of
& re at rethar than s separstion. The exmplaying comporest
subsdts twe ST 55's %o CFD; the resignation 5F 52 i» seat to Fimange
Piviston's fgent Sarvies Seption.

iffine of Fersomnel, Filitayy Fersemmel idvision {(millitery deialin}

MPD daprosecses wilitery pearsemnsl w0 ai'e separsting at hesdgquersiers -
elther to relurn to peent pervice or to lesave the military servica,
The deprogeseing of milltaxy persopmcl sepersting oversess ie hadled
Yy the fisld station; proswsbly the deproeessing applied 1z the amme
as for sny staff employse msparatipg from the station. T is s~
vised of, snd approves, the separstion setion. The stetion send:

ne forws or sertificatians to ¥, Iilitery poreonnel golng over-

sess in & covert status e duproscsesed by MPL; others are deprecsseed
ty Centrel Frocessing Branchk; FPU enters inte the proseseiny onl Y
obtaining neesssary militery orders.

¥PD progedurss for deprocsssing military persoonel resigning st hesd-
guartarss

1. 34x souths in sdvance of the snd of the imdividual's tour of
duty with UT3, HPL sends the «mploying cemporent s form letbor

31
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(Gec Anpex 7). This netifiestion iz Mwld in suspense Wy Kil:
the componemt i3 supposed to advise “FU W o spesifisd date
whether it wishes ¢ retsin or rsleass the individusi. =ID
foliows wp i no reply is receivad.

Upon receipt of 2 reply from the employing somponsnt, ®il writes
& Juttar to the parent pervice siating ithat the iadlvidual is
svallable for resssigment (or thet he's %0 bo exbonded). 17
the man's o be rosseighed, silitary orders ares requested.

Whan the mill tary orders are m&im, the iadividusl is noti-~
fled YWy 2F0C, and he is saked o appear fer an interviww (esrly
snough "o paradt hin time to resch his naxt statien).

Un the day of peparstion, the individuel 1a deproeessed by KU,
using & Final Payment Clsarsnoe Shest (fopm 21). The iadividusl
persesally herd-carries the Clearance Sheet to the OCE Wlbrery,
to the . {fige of Lecurity, to Finance Livigion and to his Fecr-
somel ( ff1i0:r, and he obtalins a sigosture from esch. HFPD
telephonce all other copponents listed on the Llesrssce Sheet,
The emplayes 18 sent with the Clearance Bhast %o sny ocomponet

wishing to se: him.

The individusl sipme tUw Clssyance Sheed, whish is placed ia
his foldsr W ¥¥D (mot turned im to Finanes iivision). Fe po-
taing 2 copy.

£ agm gaim t»n, ar ntmng fm, SYIracns migmnt
Procadures for provemsing owtigoing steff wepleyoeus:

implaying offiee sends CPB a travel ovderj UFE srranges an in-
teyview vith the trevalsr.

The CF8 “orsomnel Seotiem arvanges for the treveler Yo obfain
s peasport and necsssary identificeation documantsj telephones
UL, Medisal taff, Uffce of Legisties, Offige a! Training,
&.Iﬁ:?‘/? CRA Hep Library, sad on occssion the eeploying com-
poment, %0 detersdine whwther say of these compements have dyi-
neas which mpat be cuncluded with the individual; telephones
the ffiee of Fersomnel positien inwentory wnii te detarmine
that the traveler is on sovouchersd Dumds, The treveler is
seant to ary ecomponent wishing to sec him.

“he CPB Trawel Deptions revisws the travel orders snd prepares
s travel ttipsrary; arrenges orders {one copy
ferwerded to ‘ilitary Persomnel -ivision)g advises the trsveier
regording shipment of heusehold offects; preparss an 5T cablo

Y
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to the Meld; prepares a record of transportation aoats {sul-
mittod 40 ' insnee - ivision), end (at finel isterview), giver
treveler trassportation tickets, psssports, etc.

k. 7The CFE Flnanoc Sectiem briefs the indivicusl on finences
(method of payment, texvs, sllowsmces, stc.); tclephones Firanee
Liviston, tecounts Sremch to determine whother thers are sy

outatanding obligations charged to the travelsr (Lhe trevelsr
is zent 1o Piganee t0 settle such ssoounts; e
Finanee iivision o4l Breneh is sontested); nes credit

wnlon rag ng the traveler's sceounte; srranges to make de-
pPosits in the individual's chesking soceunt; telephones the
Fersomn:l peeition inventory wrdt to make sure the traveler's
Amc has been transforeed from wouthered to wmvoushersd fumds;
preparss & Foreign uty lats Sheet (¥.61), ingluding all infor-
mation regamiing sllowmnces and selazy, ste. (original amd two
woples te “inance [ivislen, whieh sends Swo to the field; omu
Sory 1a esrricd overscas by the travelar); preperes a Heguest
for Advsnce (sone compenante prepars own) for itreveler to taie

rogerding his insurence sut hospitalisstiony savises the Lreveler
on preperstien of his wevel vouchar (upom arrivel ovurseas);
and advises Finance  iviston regerding the traveler's paendesym,

5. The CFB Uffies of ! eewrity representative brlefs e traveler
in regard o security.

Pgogadures for pFotassing ostgeding military persomrwel are the sme
a8 thoss for staff swployess, exeept thst no BrRngements e Ras
regarding tho trevelerts salary,

frocedures for prosussing imcoming staff and williery ssployeem
1. fraveler is suppesed to Teport within L8 hours eof his return,

2. The CFR Persormel Dectiem takes the traweler's W'q
card and sisilar docuseats) ssks the traveler shout g &
other eanditions at ibe overseam station; has travelsr sign e
certificats regerding property in his possossion (semt to 8 ice
of lLegisties).

3. The UFP ‘ravel Eeetion: retrieves ticket stubs; scvimed the
traveler in relation to his househeld offects.

e The CPE Pinsmco “ection: takes the tpaveler's rersommal irags-
fer snd (lesrence Sheet (form 33-49; this is sent to Finmee
Livisicn's payroll seetion, with the returmes's pyroll infer-
mation slesty I there's mo 33-k9, this is lodicatec on Lhe
shoet ~ fes Armwx G)3 sspists twaveler in-preparing travel
vessher, Lf he desires; sdvise treveler regerding insursnce,

% union, ete.; schedulss polygraph interview.
4°RER-RDP78-04718A002400290050-1
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%, ‘the CFB offise of ! ecurity represmntative does not sco Lhe
traveler unless there’s 2 "held® uwpon him.

V.

‘e Geowea)

The principsl Lmstrwmnt eaplaysd by the centiral admimistrutive
Oftfioes as & hesis for deprecessing separst amplayess is the | inal
Payment Cleersnce fheet, form 21 (See Annex D). 4 few Agamay oo~
penents use adaptaticns of this form s» & baads fur their intermsl
deprovessing. The Fimal Pagywent Clesranos Eheet Lists 17 2gwmey com~
pensute which aww sontested in reletion to 1h points. It provides
the Comptreller's (ffice ( weether with the Hotificetdon of Fere
seunel Aetion and finmal time snd sttendamde reports) an authorie
s#tion for clsawiag the employee from its recerds, since it is
spsummd thet clesrsnee o the 1i points signifies no ebligations Wy
the emplayee to the Agengy. The Clearsncs Sheet also provides a
fersarding sddress for trsssittal of final peychecks, and it e~
tains & certificetion, when signed By the employee, that the ewe
plagee has no indsbtedness to the gevermment. The Fimul Fayment
Clomprance Eheet does net refer to spedifie Yypes ef "inadledness” ~
sach a8 property, dotuments, ¢ts. The records nmaintained Yy theos
17 0ffiees of record arse deperided driefly balowj it shonld be poted
that, s indicatsd in the delinsstion of Counpeling Brameh proveiures,
slght of those gemponents abe zot sontseted umless the separsilm:
smplgyes indicetes ¢ possible obligsiion o or relationship with

B,

The CIA idbrary comtrols both booke and elessified doouments. Cir-
sulation Brunch is wsually motifisd when s employse is separating,
although they have frocuwenily diseowersd that sn epleyes sharged
with a boek or document has left when they atlempl to retrieve tie
item. Cownseling Pranch telephones cvery twe wesks with a list of
nsnee of sepersting wployess {soms of whom may alrcady have lefi/.

In order %o obtain & book, the recuestor (or s clsrk, on his bekalf)
prepares & reguest form (farx 310). The fom remuires lnsertics of
the mplayee's Wedge nuber, but 1t is net signed. iis atbempt is
nade te verify the baige meber. The yequestor reteias s copy of
this form, 2 cogy 1s stteched to the book, sud other toples are [iled
by Civeulstion Brameh by the recuestor's same snd the nmms of the
took's sutbor, Yhes telephbned By the Counseling Branch, this file
is shoeked, snd calls sre mede to the five OCE brsach Ubreries, If
the smplayes is cherged with a book, the Cireulstion Branch centiots
Mxn and, 1f he gen't produge the ook, ealls Counseling Pranch,
Bosks are losned indefinitely or for spegified periods. The idbrary
loans Books Yo hoadguartsrs components for shipment overszsa. The
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kdbrary maintaine a suspene file, from which it telephenes lom.overs

twlce momthly. ‘he procedyre feor loaning classified dosumnts is the
same. If @ boryower is unstle to retuwrn 3 documert, the ffies of
fesarity is motifisd., o suspsmse file s matntained for clsssified

o e gl

g
o

ding Supply Gificay

A b

The Offise of Legistics msinteine four supply "greups”, (J Builsi
Aloodt Hall, { Bullding, Serth Building) whish issue Sg iteme of s
mo-axpandable, portable property o individuals. o wplayse sio
cbtains such preperdy st a aupply room west wign sn isploywe Frop arty
Issue Bsoerd (form 36-99). / sopy of cath form 36-99 receivod st any
mmuﬁmwww fallding supply reomy the J Bullding
BSC ressives telephone calls rogarding s 1ist of newes of sepanting
if, shen Counsecling Breneh oalls, an enployes is charged witk property,
the Bullding Supply Ufficer contecis him. 1f the property canmct be
retrieved, the eplaying offioe is advised and & report of surwe, is
propared for ihe Chief of Supply Divisdon. If, when CPB eslls, =
wplayse is chapped with property, B5U sdvises Central Froeessing
Braneh of the fsct. Come 1s fssuwd to 2 component withbout
signsture (such ss standard desks); the X maiatalos ne records of

such property
Vhen an overssas returnes is processed by Central Frocessing Erench
he ommplotes 8 ertifieste speeifying Agenuy prop im his pos- '

mseion. The s¥ip is used by the Iaventary, lispesal and Specis
igoowsis Section to prepare & 3"x%" eard file. Gounmeling Brons:
tolephones thin §cotion regerding separating employess; if s es-
playes is charged with property, the Section adviscs Gonnseling
Branek and the “ffice of the Comptroller, snd cemtacts the imdi-
m If ths preperty cap' i be returned, 8 report of survey i=

The Hesdguarters Jesrd of Jwrvey agts ot reports of survey reparcing
ess of, or damage o, Agengy property, or preperty whieh cannot be
ascourted for. Eorvey reports mey be written when s ssperetdng v
plagee 1s unable te produte property with whish he's eharged by the
Bulldlng Supply Cfficer; the Searetsry of the Soerd of Survy aets
W detormine the r wibility and pecunisry llabiliy of the e~
ployee. Counsoling talephones the Seprotary ef the Yoerd of
Lurviy o determine wholher sy ponding reports of survey involw: &
separeting ewployes. :

35~

Approved For Release 20038 [.CIA-RDP78-04718A002400290050-1




" Approved For Release 2001/08/1% -FDP78 -04718A002400290050-1

e

He

Heniles elsarssecs of sll overt types of smpleyoes ab headguarters.
The dedriefing of ovarsess personmsl is the reaponsidility of e
steotion chiel} the dedwieling of agents at hesdguarters iz handl:d
ty cams officers (Cffice of Security may be requesicd to aduinister
s speeial dutriefing). The Clewrenve Ermnch debricls personnel
heving regulsr and { clesrspeeny K1 dedwinln wployees heving
spesial intolligence clesrances, and the Cffige of Communications
detwiefs persoansl with eryptographic elssrancss. /2 Zecurliy mso
detaliled Lo Centrsl Procossing Pranch dubricfs personmsl golng
OVEPBEM .

The Clesrance Spsnch s notdfied of seperations by thw Counseling
Eransh, vhich teloghones s then sends the employse over with »
7imal Payment Clisrance Shast. it the debriefing, the individusl
turne in hirx badpe and other documents, resds applioable sscurit:
Begulationn, sigrs agreements, ete. Ths tegurity Officer then signs
the ﬁlmms Sheat, which the amployec takes to Finamce or Filseal

Oredit (nion nakca loans to staff exployoes snd to some staff pg-mis,
both at hesdguarters and in the fleld, through its two offices (:
bellding snc I Wilding). Counseling Bransh notifies the Uredit
Uniem of seperations, snd Central Frotsssing Pransh telephones when
eaploayeess are gsodng overscss. Persenmel having outstanding losns
who are sspereting, or are going om maternity lesve or Li0F (met
vhen godng overscas) ars: repuired by the Credit Unlom to sign an
spplicstion for rstirement yefund snd & power of attorney {in edii-
tion to the repayment sgrospont signed whes imitially obtaining “he
losn). Fersennel going oversess sre required to sign 8 payrell ic-
duction form. [oams are pogted immedistely uwpon ledger cards. oans
t¢ eversess perscnnel ere mpgotieted through pouch; the Lredit Snlon
depouite the money L0 & healiquarters bank asesunt.

“han telephoned Ly Uoumselimg Brsnch or CFE, the Credit union ch:oks

its opws Joen ascounts, snd asks the chlipsted dmplgyes to make sume

mwmmmmm,n:m»mmnmwmw
above. In some capes, ithe Credit Umion rsfers debis to o collestiom

SESRGY .

Gffiee of Currpmnt Inte

This Frenth debriefs sll parsonnel having s GUHLET elsareroe whe are
separating, golng on 1OP or golng oversens (1f the closrmawe will
aot be reguired). This inwlves only staff employces, silitery jer-
senmel end consultante, The Speeisl Intelligense ecurlity Ersneh

36~
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recoives informstion from beth Uoums-ling Brench and Centrel Ire-
eeseing Erapeh sbout such emplayses. If o seperetisg employe: who

has & clearsnce 13 not avallakle for debriefing st headquarters, C1
srranges with the (ffics of _scurity to sead someone %o dedriefl ihe
tndividual, 211 statien chiefs condust debriefings for eclesred .or-
sennel separsting eversces; ia addition; thers sre sewersl Uffiscs

st bemdguartars wtich have CHINT gecurity offiesrs who ean comduot
dobriefings (tiis 15 nauslly done for golng owirssas te ceve
them the bother of going to & bullding). The Gffice CUNINI efficers
aru Bupposed to sdvise ('] of trewel and/or lesve of elssred =mployces.

This tewneh, whith controls permits to drive C12 sutomcbllss, 1s not
centaated by elther Counseling franch or Central Frocessing Brasch.
Separating eaployses turn in permits to the Office of Pecurity when
debriefed; smployees geing sversess twm ir thelr permits to CFE,
whish weils to the idighusy Franeb.

The ¥ap Librery issuas smatarial by telephons eall or Yy personal
appesrance, and charges the documemt to the individwal. <xpendsile
copies of documents are sled sent o oversces requestors. Ilame on
indefinite loan sre chedked sami-srmually; & mesignee whe has such
items turns over respomsidility te smother emplayee by telephone.
¥hen telephoned Yy Counseling Brench or Coniysl Processing Dranth
(eceastonslly bty Comirsot Persomel ‘ivision), the Hap Litrary ¢heeks
the name agelinst ftew, duc date and bewrower files. The Uffles of
Securily I8 cslled in to adpist in locating unacoounted for clagai-
fied documents, If wpelsseified, » sosreh is made (the dosuments
are steuped "C1a Likymry”) but the clearsnce is mot delayad.

This fwmstlon -~ clearing persomnel regerding Agemgy prosured drsit
deferments snd other selective service matters - has Desn transferred
te the Fersomnel issigmsent Uivision, ©uppert Branch. This Brench
does not recelve infermstion regsrding ssparations or overseas tre-
wal of draft defurred persapnel. The Suppord Ivessk s supposed te
retrieve dreft enmds snd cards whieh entitle draft dsfesred pursonnel

This division receivas calls re ewploywves golng oversves (from
Central Procesring Braneh) erd regerding separsting s (frow
Conteact Persenmel tvision). It is not sdvised of separations
Yy Counmeling Pmeach. Coumbaling Pransh centacts PiF when a sopa-
rator indicates that he hes ingwrance. The Benefite and Casualty

- T
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Edvision maintsins records of inswrsnse; shen sdvisped of = separs-~
tion, 1t eontacts the imsumnnce ocompany to esncel insurance.

“hon sdvised of & separstion (nay be salled Yy Counmeling Branck;,
iosn records are chesked. ‘hen » ssparsting individusl has & beok
on indefinits lean, wrrasgwscent i3 made telephone to trensfer re-
sponsibility to snother employes. C(antrsl Precessing Breneh tel-
phones regarding overssas travelevs.

’.Hﬁm-i ;‘-m‘ ﬂr‘ ‘J:‘..fi St f b EL g "3 g LY 38

Counsaling Eranck nomally sdviscs the Security Uivisicn osah vec-
nesday of poremmnsl who are separating on the following Friday;
Legurity iivision srranges to debriefl those having s eryplegrapbic
elearaned, Verseanel with this elsarance who suparate everssas are
debriefed by s responsible individeal in the ares who has the closr~
snte, using » debriefing stetamat (sos Annax ¥} forwarded by Cerme
(if time permite). ‘he debriefing statement is ferwarded to hesd-
quarters axd placcd in the individeal's sesurity fils. If sn e
ployee bavirg the tlesrunce sepsrates prior to delwlefing, the furm
is sterillissd ad medled to him for completior and return. Commc's
Leourdity vistion now makes pericdic checks %o determine continged
nead for clesrsntes.

RKeeeives nmotificstion from Cwntral Provessing Prench whon employ: os
sre poing ovirsess, end occasionslly from Counssling Iranch om scpa-
rations and LEGP, Kl clesrs sudh enployees in resgard to Top & sqret
documenta, regulstery msterisl, srehives or file materisl whieh it
has issued and charged to the individusl. imployces going overs as
spe not purmitiod Yo Sake thege doduments with Sham, Yhen issue,
sigmaturas are obtsined on 81l such documentoy ¢ 1. . doewment ar
regulstions maraal is recoipted Yy & division meil clerk, vho obtains
(presunsbly) & signature frem the recwestor. / separsting wplg =e
is recuired to s for the itemy RI gigne the Fimml Fayment
Clegrenge Bhoet. [Hotss (eunseling Bremch dess net mormally call
I,/ HI receives wo imfermstion whan the resiplent of & documest
transfers 1t to snother swplayee,

Cortaln dosumenty, sush as manuals, can be chieined ty persomnel
ovarsess. These sre trepsmitted ty K1 vis pouch, end are hendlies

a8 registered dosumenier imoluded i: a receipt which must bLe algned
by the recuestor snd transaftted back to HI st hesdouarters {(copy
kspt ot stetion). KI reculyes & semi-~snousl acceunting for sueh as~
tarial. “hen sn =mployce holding such materisal ssparatus oversees,
he sither pruches $ha detwmmnt haok or tressfers sscouptablility to
swAher amployee st the station YW sigeature. KT dows net recuoive
information regamiing sueh separetions.
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411 wewahered separating eaploy:es are semt to Fisesl idvision, 1wy~
rell Breneh ty Ceussaling Branch (whish telephonss Fimesse . ivision
regivding possihle wwvouchered obligetions), with the Fimal Yeymunt
Clesrencs Sheet {form 21). Finance iviston telsphores Fiscal when
& clesring vaplayse has an UV obligationg Fiseal ilivision dosen® 1
21l Finsnee on vomchersd obligations.

Whon & separstor sppuosrs, the Fiscal Livisien's Payrell Eyanch ¢hecks
for lsave indebtednoms, sl the separater if he's traveled, detors
zires where to meil finsl cheaks, sxplains fisal payment, retiresaat,
sto, If the seprratar has traveled, “syrell Pranch telephones e
Tyavel Ersnch of Tiscal Division, snd sends the sepsrstor to 'revel
Brangh if thers's sn open speount. If the separetor samnot or will
not sebtls cbligetions, his finsl paycheoks apd retiresent (Fiseal
sends & Roquest Tor Hecovery of I'ebt iue the United 5istss, Inre

57 2808 to ‘ne Civwil £ ervier Commimsion, along with the eaplayse'sa
retirencnt record) ere sgsepsed. If funds are not sufficient, e
cese is twrned ovir to tie Leners) Counsel. Payrell signa the Final

Payment Clesrsnce Gheet, ani Ahis form 18 retained in the indivilual's
folder in the Payroll Temad [Heler Lf the Sgengy the indi-

vidusl money, = cheek iz st to Mm st & leter datay/ Final pa-
cheslts sre mailsd te the amploysc, after the Hotifisation of Persomnel
Aption (¥ 50} s revsived.

ge pf the Coravrellsr g (! e6 written procedurs,
ned os ionex T

“he Opsraticns &d idaison Braneh of Finssce coerdinates Finsnee i
vision deprocessing of separsting employees. uil Brepch is ususlly
notdfied Wy telephons of separation of wouchered and snvoueheres

a1l wrvouehersd persomwel hend ceryy the Finsl Peynept
Clespante Sheet 1o 08l Bramch. (il Hrsnch notifles the Aecounte
BEremeh and ths Payrell sad “ravel Branch, which revie some 12
acoownts in whigh the emplaves mey have obligatiens snd advise ( .
of the stetus of scceunts. !f informstion is not svellabls reperding
funds the individwal mey have recaived in the fisld, & osble i
sent. If the employes has an ebligation, Fiseal Iivision is sdvised,
and the esployee 18 asked %o spposr at USL Brench, A% the inmterview,
srrengements are mede to sstile the indebtedness; Lif the indiviéual
sannet pay, he i esked io sign an sckmowledgoment of imdebtednese
(Finsnes Divisien ferwm 70§, £ew Annex 1), whieh is pont ‘o the
Agat Service Lection or the sppropriste payrell saciion for decuc-
tion from finel pay. If the indedledness is grester then the Back
psy, dut oan be recoversd Wy retirement, a form &F 2805 is ment to
the Civil Servies Commipsion. If ne funds arc svelladble to sowrr
the debt, end the employes cennot or will nob pay or mgres %o pey,
the sase is referved to the Chief of Finsnce Livision, whe mey rofer

Yl
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¢ the smploying eomponent, Cenersl Counsel, ete. (Foter militewy
prrsonnel snd oentrsed personncl have no retivesent, or beck pig o
28008, “hen #ll reccessly srvengements have been mede and 2l
obligations sottled, Lid Breneh sigre the Fimel Feyment Closrance
fheet, which the enployee talkes te, and surrunders 8, the Paymll
snd Travel Urangi. After so smplayee saparetes in Uw fleld, ¥i-
nsnes Ulvislon rogcives nofificetion, snd checks its homdgesrtars
records for opwm acesunte.

(*his listing does mot imelude Uonfidentisl Funds Kegulatdons, all cf
uihigh are belng or will be reseinded,)

Lablest

fecurity provsssing of persomnel sepersting
or peing 1CF

Lare and use of offisial data

Frocessing of persommal sétions

bt ensidengy snd depepdancy report
Yermination snd fipal slearsnee
Ericvences ard complaints

¢ eperation relative to militery service
Eepuretion from the Cerver & taff
Fi:ness reports

Feuirement

fersdnation pay for sscrusd leavs
teparetion of "mployses™ axewpt in ease

of KIF, etxy & military service, «nd
security termination
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Approved For Release 2001/0mDP78-04718A002400290050-1




Approved For Release 2001/08/10 : CIA-RDP78-04718A002400290050-1

Next 1 Page(s) In Document Exempt

Approved For Release 2001/08/10 : CIA-RDP78-04718A002400290050-1



